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Classification Specification
	

	
	7304100

	
	FUNCTIONAL ANALYST I



Class Summary
The responsibilities of this classification include performing functional application support and routine system administration and maintenance to ensure optimal system performance.  Incumbents troubleshoot and document system issues; run and update standardized reports and queries; assist in testing and implementing processes and upgrades; and participate in defining and documenting customer business functions and processes. 
Distinguishing Characteristics

This classification is the first (entry) level of a four level professional Functional Analyst classification series.  Incumbents work independently on routine, well defined assignments with more difficult work overseen by a more experienced analyst. Tasks at this level require “super-user” knowledge and technical skill in the applications/systems supported. Incumbents promote into this classification from the IT Systems Specialist - entry class, Administrative Specialist, Fiscal Specialist, or Technical Information Processing Specialist classification series.
This classification is distinguished from the next higher level, Functional Analyst II, in that the higher level is the journey or full performance level.  Work at this level involves performing tasks and assignments of moderate complexity in systems administration, user training and client consultation.    
This classification is distinguished from the Desktop Support Specialist classification series in that the Specialist troubleshoots and resolves hardware, software, applications, networking and other issues whereas the Functional Analyst works on a specific application system requiring super-user knowledge of the specific system, not general Information Technology knowledge and skills.
Examples of Duties (May vary by position)

1. Perform routine system administration, maintenance and documentation.  Participate in security administration, audit preparation, and maintenance of data integrity. 
2. Track, troubleshoot and resolve system problems and issues of limited scope following established guidelines and procedures. 

3. Participate in defining operational, system and functional change and routine requirements gathering and analysis.  Participate in preparing test plans and testing; participate in researching requirements, and maintaining core tables and records.  
4. Prepare system documentation; update manuals, instructions, and operating procedures.  

5. Communicate with customers; provide information and assistance on routine questions involving system processes and procedures.  

6. Update standard queries following established procedures. Develop routine reports; document tables and data used in the preparation of reports and queries.

7. Assist in the development of new processes, procedures, and methods in the organizational unit.

8. Participate in process improvement teams in support of systems; work in partnership with more experienced functional analysts in testing proposed system interfaces, enhancements, and upgrades.  

9. Train users on the operational use of modules and systems. 
10. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Basic knowledge of relational databases and data models

Knowledge of functional areas and modules for automated systems supported
Knowledge of automated systems testing procedures, data conversion analyses, and troubleshooting applications

Knowledge of business systems design and process re-engineering

Current technical skill in most common desktop workflow tools, including but not limited to Microsoft Office Suite: Excel, Power Point, Visio, Word, Access and current technical skill in application(s) supported
Skill in oral and written communication 
Skill in performing routine troubleshooting, technical problem solving, and systems analysis
Skill in providing customer service and end-user training 
Skill in interpreting instructional manuals, guidelines, and procedures 

Skill in working with a variety of individuals from diverse backgrounds

Skill in writing routine system documentation and technical reports 

Skill in handling multiple competing priorities and producing detailed quality work within tight timeframes
Skill in analytical thinking and problem solving
Skill in planning, organizational, and basic project management skills
Skill in working effectively and cooperatively with other staff and customers

Licensing, Certification, and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Functional Analyst I, II, III, IV

	Class History
	Created   10/2002

	
	Updated    2/2003  

	
	Updated  10/2007 Changed font and format

	
	Updated  11/2008  Added supervisor level; updated class summary, distinguishing characteristics, examples of duties and knowledge/ skills


Page 2
Functional Analyst I

11/2008 version


[image: image1.png]